2025 Call for Proposals

Healthy Eating Research: Special Call for Rapid-Response Projects 

Small Study Proposal

Budget Narrative Template
	Instructions for using this template.

An important component of the submission process is the preparation of a detailed budget narrative, which links the requested funding from the budget worksheet with specific elements of the proposed project. Best judgment should be used when projecting program expenses. This template must be used to provide a budget narrative for the proposed project.

It is important to familiarize yourself with the RWJF Budget Preparation Guidelines provided by HER.
You should:

· Print this template in its entirety before you begin, so you have the instructions available at all times.

· Complete the Identifying Information shown below this block of instructions.

· In the table shown below, complete all categories and sub-categories for which you are requesting funding.
· Delete this block of instructions prior to submitting materials to the HER National Program Office.

For each of the categories and sub-categories below, explain — completely and in as much detail as possible — how the funds for this line item will be spent and how the amount was determined. 
NOTES:

· Include detailed Full Time Equivalent (FTE) information for each person/role in the Personnel category where funds are being requested.

· Include a Contract Budget and Fact Chart, if applicable, for any contracts that are a part of your proposed project.
· Do not adjust the margins or font style/size of this template.

Remember to delete this block of instructions prior to submission.


Project Title: (your project title goes here)

Project Lead/Project Director: (your principal investigator or project director’s name goes here)
Legal Name of Applicant Organization: (legal name of applicant organization goes here)
	Category
	Narrative

	Personnel

Note: You must include a detailed description of the work to be performed, base annual salary, and full-time equivalent (FTE) information for each person/role where funds are being requested in this category. Costs identified under Personnel are only for project staff who are employees of the applicant organization; all others should be included under Purchased Services. See the “Personnel” section of Budget Preparation Guidelines for complete instructions, including a description of project staff roles that fall into each sub-category.

We recommend you insert a table in the budget narrative that provides complete salary and FTE information instead of listing the information under each position. 



	Project Lead/Project Director
	Example of information to be included for each role where funds are being requested: 

Name, Role

Base salary, FTE requested

Detailed description of the work to be performed



	Project Staff
	

	Administrative Staff
	

	Other Staff
	

	Fringe Benefits
	Include the percentage used to calculate fringe benefits and the total dollar amount requested. If the rate varies depending upon position, include a description to explain the varying rates here. If rates differ across budget periods, note that here. 

If your fringe benefit rate exceeds 40%, you must provide a complete list of the benefits and percentages for each that are included in the budget.



	Other Direct Costs

These are direct non-personnel project-related costs. Each item should fall into one of the following sub-categories: office operations, polls and surveys, communications/marketing, travel, meeting expenses, equipment, project space, or other. Delete any sub-categories that are not included in your budget.

	Office Operations
	List each item being funded under this sub-category, the amount budgeted for each item, and how the cost is calculated. This category includes: 

· Supplies

· Printing/duplicating

· Telephone

· Postage

· Service/maintenance agreements

· Software

· Computer usage

· Staff training directly related to the project



	Communications/

Marketing
	Funds needed to increase awareness and impact, e.g.:

· writing and printing of collateral materials, such as brochures, newsletters, press kits, broadcast content and policy briefs

· print, broadcast and online media outreach, and other activities to disseminate study results

· media and/or presentation training for staff

· producing manuscripts

· developing web content and other non-personnel web site costs such as development and hosting of a web site

	Travel
	Travel by project staff and consultants directly related to the project. Travel funds may only be included if they are critical to data collection or completion of the project (i.e., if a project deliverable is a convening of experts). Travel funds to attend HER’s annual meeting may not be requested.

See the Budget Preparation Guidelines for additional information about the Foundation’s allowable travel cost estimates, for overnight trips including airfare and lodging. 

For local travel, you should use the mileage reimbursement rate approved by your organization and provide this justification as part of the budget narrative. 



	Meeting Expenses
	Project-related expenses for meetings. List each meeting with projected dates and cost-estimates separately. See additional information provided in the Budget Preparation Guidelines for allowable costs under this category. 



	Equipment
	See the Budget Preparation Guidelines



	Project Space
	See the Budget Preparation Guidelines



	Other
Other, continued
	This sub-category includes any other direct cost not previously covered under another sub-category that will be incurred to support the project. This line item is not intended to be used for the engagement of consultants or contractors which should be reported under Consultants/Contractors.
Polls and Surveys

Costs associated with conducting polls or surveys (including questionnaires) that do not fall under the Personnel or Purchased Services budget categories should be listed here. 

Examples include: fielding and administrative costs, design and development of survey instruments, mailing of questionnaires, expenses related to telephone surveys, printing and dissemination of findings, etc. If your project includes incentives for completing polls/surveys, include that cost here. 

Stipends

Stipends are flat rate payments made when necessary to encourage participation in focus groups, interviews, surveys, or similar activities. Stipend payments may also be used to overcome a barrier to an individual’s participation such as lost wages or caregiving expenses. A stipend payment is often made for participation in focus groups, interviews, or surveys.

See the Budget Preparation Guidelines for additional information about stipends. 

Honoraria

Fees or honoraria paid to individuals for specific services provided based on an agreed per-diem rate. Some examples are proposal review, technical assistance, speaking engagements, and service on an advisory committee or board. Fees and honoraria may be budgeted using the Foundation standard honoraria rate of $1,500 /day ($750 per half-day, and $200 per hour). Honoraria should be calculated in half-day (3 or more hours and up to 6 hours) or full-day (6 or more hours) increments. The per hour rate of $200 per hour should be used for engagements of less than 3 hours.



	

	Purchased Services

This category includes funds for any consultants (i.e., individuals) or contracts. Include a Contract Budget and Fact Chart, if applicable, for any contracts that are a part of your proposed project (chart included below).

	Consultants/Contractors

	Use this section to show the budget for agreements you expect to enter with a third party to perform a defined scope of work for a specified time on an assignment with a defined deliverable(s). Consultants/Contractors include engagements of an individual or an organization on, or in a particular topic or field. Consultants and contractors are typically compensated based on fully loaded (i.e., base pay, fringe, overhead) hourly or daily rates and other direct costs. The budget narrative should describe the services to be performed and the rates and hours used to determine the budgeted amount.

Each agreement, along with the total amount requested should be listed here. Additional details should be provided below in the Consultant/Contract Budget and Fact Chart. 

Using the sample below on page 6, create one Consultant/Contract Budget and Fact Chart for each consultant or contract that is part of your budget and include it in the budget narrative. Enter “TBD” when information is not yet known.



	

	Indirect Costs

	Indirect Costs
	RWJF’s current allowable indirect cost rate varies by institution:

· 15 percent for U.S. colleges/universities and hospital or health systems, 

· 30 percent for nonprofit organizations, and 

· 0 percent for for-profit organizations and government entities. 

If the Purchased Services category equals more than 33% of the project’s total direct costs (i.e., Personnel + Other Direct Costs + Purchased Services), then the allowable indirect cost rate is limited to 15% on Personnel and Other Direct Costs and 5% on Purchased Services.

The maximum indirect cost rates apply to both the primary applicant organization and any sub-grantee or sub-contractor costs up to the rate applicable to their organization type. For example: if a U.S. university is the primary grantee and has a U.S.-based nonprofit organization as a sub-grantee, the U.S. university is eligible to receive a 15 percent indirect cost rate, while the U.S.-based nonprofit organization is eligible to receive a 30 percent rate. Similarly, if a U.S. nonprofit organization is the primary grantee and a for-profit organization is a subcontractor, the U.S. nonprofit organization may receive a 20 percent indirect cost rate, while the for-profit subcontractor may not apply indirect costs (0%).

A complete explanation of indirect costs can be found here. 



	
	

	In-kind Support

	
	Total in-kind support provided to the project should be stated here. In-kind support is contributed services or time, such as a percentage of an individual’s time, project or meeting space, and audio-visual support, etc. For example, if a Project Director is to be partially funded by the Foundation and partly by his/her institution, the institution's commitment should be designated as in-kind and explained in the budget narrative.


* Contracts: If contracts are a part of your proposed budget, you must complete a Consultant/Contract Budget and Fact Chart for each contract. You may need to copy and paste the chart below into the completed budget narrative document if there are multiple contracts. Enter “TBD” when information is not yet known. While we understand the grant term may change, grant funds may only be expended against any contract in your budget within the final approved grant period. If there are no contracts, delete these instructions and chart shown below.

Contract Budget and Fact Chart

	Contractor Name
	

	Contract Start Date
	

	Contract End Date
	

	Scope of Work
	

	Deliverables
	

	Total Cost
	

	Cost Justification
	Explain how you determined the cost for the contract. See the Budget Preparation Guidelines for additional information.
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